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ASSI STANT DI RECTOR OF FI RE PREVENTI ON

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses positions in the fire department division
concerned with enforcenment of fire prevention codes and fire

i nvestigations. Enpl oyees of this class personally perform
i nspections and investigations and supervise |ower ranking
enpl oyees who perform such inspections and investigations. I n

addition to inspection duties, the assistant director also
assists in the admnistrative functions of the bureau and in
assigned public relations duties. A certain anount of risk is
associated with the investigative duties assigned and enpl oyees
of this class may be required to carry and operate firearnms. All
duties are perfornmed i ndependently under the general supervision
of the director of fire prevention. This class ranks directly
bel ow that of Director of Fire Prevention.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

| nspects schools and institutional buildings; checks buildings

for violations of fire <codes in areas such as fire
extingui shers, exit doors and lights, general housekeeping,
outside accessibility to buildings; di scusses inspection

findings with building owner/ manager and nakes recommendati ons
for the correction of fire hazards;

Rei nspects buil dings where violations of fire codes occurred;
issues witten warnings for uncorrected violations; pr epares
records and reports necessary on uncorrected viol ations; takes
|l egal steps to close businesses or buildings with serious
uncorrected violations; testifies in court when required;

G ves lectures, talks, denmpbnstrations on fire prevention

subjects to schools, clubs, etc.; answers questions on fire
prevention for the public by phone or in person; replies to
correspondence concerning fire prevention problens; consults

with 1nstitutions or large conpanies on fire prevention
pr obl ens;

Fills in forms and keeps all records required of work
perforned; wites narrative reports when necessary;

| nspects scene of fire to determ ne cause and origin of fire;

works with designated |aw enforcenent personnel to gather
evi dence of arson; searches for, collects, |abels, and protects
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the chain of custody of evidence;
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Supervises |ower ranking inspector/investigators; revi ews
records and reports witten by subordinates; discusses work
performance with subordi nates; provides technical assistance to
subordi nates on work projects and problens; informally trains
new personnel in the fire prevention bureau;

| ssues tickets for violations of fire codes; conducts fire
drills;

Assists director of the bureau in preparing budget for the
di vi si on.

Perforns any related duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents |isted bel ow nust

be met by the filing deadline for application to the test.

Must nmeet all requirenents of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must be a regul ar and pernmanent enpl oyee in good standing in the
class of Fire Inspector/lnvestigator and nust have at | east one
(1) year's service in that class.

After offer of pronotion, but before beginning work in this
cl ass, nmust pass a nmedi cal exani nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.
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